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Chapter 10 Initiator Process

Initiators are responsible for reviewing reconciled, disputed, and swept transactions. Initiator
functionality involves an additional step prior to the approving official process. Initiators only
have the ability to view transactions. Upon completion of this review, transactions are either
forwarded to the approving official or returned to the cardholder for corrective action.

10.1 Cardholder Role

Cardholders are responsible for specifying the Initiator responsible for reviewing their
transactions or deleting assigned Initiators.

10.1.1 Select Initiator

Within CPCS, cardholders perform the following steps to specify the initiator.

Step Action

1 Choose the Select Initiator menu option

2 Double click in the Name field for a list of users with the Initiator Role

en (ACE44 VER-1.169.0.20)

| 2Pelw e [=[2

INITIATOR SELECTION SCREEN

Name (First,M Last): || |
Telephone Mumber:
Room:

3 Enter the last name in the Find block followed by a percent symbol (%) and click the
[] button

4 Select an initiator and click the button or
double-click on the applicable line. Findfoacne

Note: The Initiator Selection screen populates
automatically for a single match to the find
criteria.
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Step

Action

Click the Save icon @l to complete the selection process

i44 VER-1.164.

g~ =R

INITIATOR SELECTION SCREEN

Marne (First,W Last): bace] s |SCHRECKENGOST
Telephone Mumber;  [301-42F-1009 x130
Room: 1202

Note: After saving, the message banner line displays “Processing complete.” However, if
users attempt to exit the screen without saving, a dialog box will prompt users to save.

Click the Exit icon ﬂ to return to the Cardholder menu

10.1.2 Delete Initiator

Within CPCS, cardholders perform the following steps to specify the initiator.

Step Action
1 Choose the Select Initiator menu option
2 The screen displays the Name, Telephone Number, and Room of the assigned Initiator
3 Click on the Xl Delete Record icon.
4 Click on the button to acknowledge the following message:
@ Record deleted
5 Click the Exit icon B to return to the Cardholder menu
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10.2 Initiator Role

Initiators have the ability to review transactions before they are forwarded to the approving
official. Upon completion of this review, transactions are either forwarded to the approving
official or returned to the cardholder for corrective action In addition to the normal setup
performed by CAMS Client Services, cardholders must select the initiator responsible for
reviewing their transactions. This process is documented in Section 10.1.

Subsequent to assigning an initiator, all transactions for a cardholder are forwarded to the
selected initiator. This process includes reconciled, disputed, and swept transactions. Initiators
only have the ability to view transactions; they cannot modify the data. After the Initiator’s
review, transactions are either forwarded to the Approving Official or returned to the Cardholder
or Group Administrator for corrective action.

10.1.1 Review Transactions

Initiators perform the following steps to review transactions.

Step Action

1 Log into CPCS.

Note: Please refer to Section 3.1.2 for details pertaining to the login process.

2 Select the Initiate Transactions menu option

3 Select the transaction to be reviewed

@ Initiate Transactions (BCE4S VER-1.174.0.0)
I G H[% 3]t Ps]e[E] =2
Transaction Initiator
Creators Transactions Transactions to be acted on
Date Date
Trans no Amount  Fopwarded Trans no  Amount forwarded  hlote
fatcaris s |[TEER| [ $1,252.5 [o1-nov-200: | ol
153468-2 $129.50 |01-HOV-200: - | »
~
~
ALL>> o
~
~
CE (g
~
~
<<ALL o
- — =

Begin Approval Fiocess | Returnito/Creatorn

Note: Transactions are listed by the Creator (cardholder/group administrator).
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Step Action
4 Double-click on the Transaction No to drill down to view detailed information.
06 VER-1.171.0.9)
ACCS Details card: [40515 Type: [PURCHASE CARD  Mame: [HWS HOTCARIS
‘endar Status amoy
1534681  [24137550081253081749373 |15—OCT—2III]4 IBEST BUY . IR_I ;:,252.55
| LMIFY Accounting Classification Code % Ayt Total
LS creniT carp purchasE | ACOS Tota
ACCE choices | Froperty I i Disputes: I hiote
Note: ACCS data can be viewed by double-clicking in the Account Classification Code field.
Additional details can be viewed by clicking on the Note or Property.
5 Click on the _=>_| button to move the data to the Transactions to be acted on section
%a nitiate an: VER-1.175.0.0)
e (= w13 1 =1
e R e R EE R
Transaction Initiator
Creators Transactions Transactions to be acted on
Date Date
Trans no Amount  Forwarded Trans no  Amaount forwarded Mote
HaTCAR1S, MAS 55962 $129.50 [01-HOV 200 | | 1534681 $1,252.55 [01-Hov-200: © _|
=t .
> -
-
ALL=> (g
[ | -
-
L4 (g
L -
-
i | e
L L e
Begin Approval Prncessl Return to Creator |
Notes: All transaction details can be moved by clicking on the | #LL== hutton; data moved in
error can be reversed by clicking on the = === or "==ALL_ byttons.
6 Click on the Note radio button if a note to the cardholder or approving official is to be entered.
7 Click on the | Begin Approval Process | button to forward transactions for approval
OR
on the | Return to Creator | button if corrective action by the cardholder or group
administrator is required
8 Click on the B EXIT icon to return to the Initiator’s menu.
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10.1.2 Track Cardholder Transactions

CPCS tracking functionality allows users to drill down to the actions and approvals applicable to
the selected transaction. Initiators can track cardholder transactions by using the Query Criteria
(BC-628) screen illustrated below:

’ZE Gluery Criteria |

Define Query Criteria
Transaction # From | _ l_ To | - I_

Agree?
Cardholder o | ™ Mt Reconciled
To | " Recaonciled

Date Purchased From | Ta | " Disputed
Diate Received Fram | Ta | I Swept

™ Swept - Year End
Yendar |
Amaunt From | Ta |
SIC Code From | Tao | Attachments

I Mates

™ Property Infa

Clear | QI | Cancel

Users perform the following steps to view cardholder transactions:

Step Action
1 Select the BC628 — Track Cardholder Transactions menu option.
2 Enter criteria in applicable fields on the Define Query Criteria screen:
Deﬁnery Criteria
Transaction # Frorm I T N |
Cardholder Frarn | 'l ngir:nen?mled
To | ™ Reconciled
Date Purchased Fram | To | ™ Disputed
Date Received From | Ta | ; 2::2:_ ot B
“endor | = |
Arnaunt Fram | To |
SIC Coda From | To[ AEIEEaHS
™ Motes
™ Property Info
Clear Ok | Cancel
3 | Click on the button.
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Step Action
The View Cardholder Transactions screen is displayed with data meeting the specified quer
4 - -
criteria:
rdholder Tran
Track Cardholder Transactions
Trans Date Date zIC tatzhed
Mote Mum Cardholder  Purchased Feceived “endor Arnount CodeAgree? Disp Mo
[ [21870-3 |08-0CT-2000 |08-0CT-2000 |AIRTOUCH CELLUI| $212.47 (4812 | R [o-0
[ |2a050-12 |[21-0cT-2000 [21-0CT-2000 [COMPUSA 5T | $201.76 5734 | R [0-0
[ |24050-27 |[09-HOv-2000 [09-HOV-2000 [AMERICAH GEOPH| $235.00 | 5965 | R 0-0
[ |30730-21 [[10-380-2001 [11-JAH-2001 |HEWARK ELECTRQ| $233.11 5065 | R [0-0
[ |33a6419 |[15-FEB-2001 [15-FEB-2001 |OFFICE DEPOT #17 | $209.85 5943 | R [0-0
[ [37030-10 |[08-MaR-2001 [10-MAR-2001 [PLYCON COMPUTI | $200.94 5732 | R [0-0
N [ 27-Fe8-2001 | 26-FB-2001 fcompusa st | s2as84f 5134 | R Joo |
I |37030-34 |[01-MaR-2001 [03-MAR-2001 |HEWARK ELECTRG| $206.70 | 5065 | R [0-0
[ [39802-10 |[29-Mar-2001 [30-mAR-2001 [cC MAC MALL | $207.76 | 5965 | R [0-0
[ |a3asa8 |[27-aPR-2001 [30-APR-2001 [ALLIED ELECTROK| $210.90 | 5964 | R [0-0 |
| Mote | | ACCE | Propetty |
Note: The cardholder’s name has been deleted from the screen print shown above due to
Privacy Act restrictions; this information would be displayed for CPCS users.
5

Option buttons available are determined based on the transaction selected:

>
>

Click on the button to view the cardholder’s order log;

Click on the button to view note information applicable to the selected
transaction;

Click on the| View Disputes | button to view information applicable to disputed
transactions;

Click on the| ACCS |button to view ACCS data for the selected transaction;

Click on the button to view accountable property details.
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Step Action
6 Double-click on a transaction to access the CPCS Tracking screen
&8 CPCS Tracking
Id# em #
| Goplnpictions | Tracking for: |3?ll3l] |31
Hame Status Auth. Date
*] |Approved [10-APR-2001 02:36:49
] | I
[ | I
[ | I
[ | I
[ | I
[ | I
Bl | I
[ | I |
[ | I |
*  Approving Official
Note: The approving official’s name has been deleted from the screen print shown above due
to Privacy Act restrictions; this information would be displayed for CPCS users.
7 Click on the | Go To Actions | button to view details applicable to the selected transaction.
*¥m CPCS Tracking
Id# em #
| COliAppIOTals | Tracking for: |37“3“ |31
Hame Action Action Date
[ |Created [10-APR-2001 02:23:14 ]
i |For'd to Initiator [10-APR-2001 02:23:14
[ |Approved [10-APR-2001 02:35:49
[ | |
Bl | |
Bl | |
[ | |
Bl | |
Bl | | |
] | I |
* Approving Official
Note: Names have been deleted from the screen print shown above due to Privacy Act
restrictions; this information would be displayed for CPCS users.
8 Click on the Exit icon to return to the Track Cardholder Transactions screen.
9

Click on the Exit icon to return to the menu.
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